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DOA Training Programs Overview

Introduction

Training
Program
Features

The Department of Accounts (DOA) has developed a web-based system to
automate the process of registering for DOA Training Programs. The
Training Schedule lists available classes offered by the Department of
Accounts. Students can self register for these classes using the DOA Training
Programs website at https://secure.doa.virginia.gov/hrtraining/.

The DOA Training Programs system has been designed to be as user-
friendly as possible and requires little intervention from outside resources.
However, DOA realizes there may be some functions individuals may need
assistance with and has developed this Guide to aid students.

DOA Training Programs provides Commonwealth of Virginia agency
personnel the means to:

e Register directly for a class.

e The ability to cancel a class online if you cannot attend.

e Maintains a history of classes you have attended and is available to you
for viewing and/or printing.

e Help pages at your fingertips throughout the DOA Training Programs
website.

Continued on next page
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DOA Training Programs Overview, Continued

Database
Security

Access
Requirements

Web Address

Office of the Comptroller

State-of-the-art security features are provided to maintain confidentiality of
report information.

Application Security - requires a Logon ID and password for system
access.

Secure Socket Layer - SSL - uses a 128-bit encryption routine to protect
the data as it travels back and forth over the Internet.

Encrypted File System - EFS - is an operating system feature that
protects sensitive data and prevents unauthorized access to the file
directory.

Browser must be enabled for Java Script.

Browser must be enabled for Cookies.

Browser must be enabled for Secure Socket Layer (SSL) Security (128-bit
version).

If connecting to the site from behind a firewall or proxy server, it must
allow SSL (port 443) communication.

Internet Explorer browser, version 4.0 or higher.

Designed to be viewed at a screen resolution of 800 by 600 or greater,
with a minimum of 256 colors.

Connection speed of 56k modem (or higher) is highly recommended.

https://secure.doa.state.va.us/hrtraining/
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Application Security Levels

Security The DOA Training Programs system has two levels of application security.
Levels
» Systems Administrator - DOA application specific personnel who perform
administrative duties and is responsible for the maintenance of the system.
» Students/User — Students/Users who utilizes the Training system to
register, cancel and/or view courses offered by the Department of

Accounts.
Individual Students can obtain a ID and password to enter the system by using the New
Accounts Account link located on the DOA Training Programs website.
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Accessing DOA Training Programs

Logon with

The employee enters his Logon Id and password and clicks on the Logon

ID/Password button.

Step Action

1 Enter Student ID. If you do not already have a Student ID, click on the
New Account button on the left-hand menu and one will be created for
you.
2 Enter the User Password
3 Click on the Logon button.

If a correct ID/Password is entered, the Broadcast Messages page displays.

2l Department of Accounts Training Programs - Login - Microsoft Internet Explorer provided by Department of Accounts

Fle Edit Yiew Favorites Took  Help Lnks 2 Al

DepartmentofAccounts
Training Programs

Welcome to Department of Accounts Training Programs!
Log On

Forgot IDPassword

Training Schedule Student ID l:l

Password
Contact Us

Help
Log Off Please enter your Student ID and Password

Hyou do net have a Sfudent ID, click on the "New Account™ buffon on fhe lgff-hand mene.
you do wot remember your Studant iD or Fassword, click on the “Forgot IDVFassword” button on fhe laft-hand mem

Sfudent IDs are deleted from the spsfem [fnof used within the past 18 monfhs.
[your Student ID has been deleted, use the “New Account" button on the left-hand menu to sefup @ new aceount

&) Done 2 %4 Local intranet

Continued on next page
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Accessing DOA Training Programs, Continued

Navigation Navigation buttons located in the left-hand margin of the page link the user to
other Training Programs pages or perform requested functions as described
below.

BUTTON DESCRIPTION
Log On Initiates the logon process for DOA Training Programs website
with entry of a valid Student ID and Password.
Forgot Links user to the Forgot ID/Password page where user can view
ID/Password their previously stored hint or receive an email to their

previously stored email address providing their Student ID and
Password. Note: The email address must match a previously
stored email address.

New Account New students are required to fill out the New Account page in
order to gain access to the DOA Training Programs application.
If you have not registered for a previous class or have not used
the Training Programs application within the past 18 months or
more, you will have to establish a new Student ID and Password.
Training Schedule | The Training Schedule page displays all courses offered by the
Department of Accounts. Students can register by clicking on
the [Register] link or sign up to be on the Waiting List if the class
is full [Waiting List].

Contact Us Allows the user to send an email with suggestions and/or
questions to DOA.
Help All pages of the DOA Training Programs supply a Help button to

provide additional information.

Continued on next page
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Accessing DOA Training Programs, Continued

Invalid Log If an invalid Student ID and/or Password is entered, the error message
On "Invalid ID" is displayed.

3 De partment of Accounts Training Programs - Login - Microsoft Internet Explorer provided by Department of Accounts

Eile Edit Wiew Favorites Tools  Help p -

Departmentef Accounts
Training Programs

Welcome to Departiment of Accounts Training Programs!
Log On
Forgot ID/Password

Training Schedule

Stdene 1D —
——

Invalid ID
Log Off Please enteryomr Student 1D and Password

Fyou do not have a Snwdent ID click on the "New Account" button on the left-hand menu
Fpou do not remember pour Student ID ov Fassword, click on the “Forgot IDFFassword! button on the leff-hand menn

Student IDs are delefed from the spstem If nof used within the past 18 months
Irpour Student ID has been deleted, use the “New Accowat™ butfon on the lgfi-hand mer fo sefup @ MEw accous .

b

Dane 2“4 Local intranst

Suspended After 5 (five) failed logon attempts the following message is displayed "ACCOUNT

Account SUSPENDED DUE TO SECURITY VIOLATIONS. Violations can only be cleared
by a DOA Systems Administrator. Send an email to Training@doa.virginia.gov
or use the Contact Us link to request the violations be cleared.

3 De partment of Accounts Training Programs - Login - Microsoft Internet Explorer provided by Department of, Accounts

File  Edit wiew Favoritss  Tools  Help

Departmentof Accounts
Training Programs

Welcome (o Department of Accounts Training Programs!
Log On

Forgot ID/Password

Training Schadule Student ID ]
Password 1

Account suspandad dus to security violations.
Log Off Please enter your Student 1D and Password

[rou do nof have a Student ID, click on the “New Account™ bution on the Ieft-hand mew.
Frou do not remember pour Student ID or Password, click on the *Forgot ID¥Password* button on the lef-hand menu

Student IDs are deleted from the system Irnof wsed within the past 1& months.
Fpour Student ID has been deleted, use the "New Ascount' uston on e Ioff-land menu 16 SSRUP A NEW aCeoumt.

t;

Done 2| %3 Local intranet
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Forgot ID/Password

Forgot If a student has forgotten their assigned Student ID and/or Password, they

ID/Password  click on the Forgot ID/Password button. If you entered your Student ID but
not the password, you will be linked to the Forgot Student ID/Password page
where a previously recorded “hint” is provided to help you remember your
password. Or, enter your previously stored email address and have your
Student ID and password sent to that email address.

2 Department of Accounts Training Programs - Forgot ID/Password - Microsoft Internet Explorer provided by Department of Accounts E\E\E\
File Edit Wiew Favorbes Tools  Help Links ™ 1',’
DepartmentefAccounts
Training Programs
Forgot ID/Password
Email Student ID/Password?
Ilatch the erail addvess entered in yomr secnvity record and hasve sour
Halp Your previously stored hint is: Student ID and Password sent to that address
address name
Enter Email Address:
@1 https: /fnt-cficfdeswvernafhrtraining) é ‘j Local intranet

Continued on next page
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Forgot ID/Password, Continued

Forgot If you do not enter a Student ID and click the Forgot ID/Password button,
ID/Password  enter in your previously stored email address to have the Student ID and
(continued) Password sent to that email address. The email address entered on this page

MUST match that which was previously stored.

2 Department of Accounts Training Programs - Forgot ID/Password - Micrasoft Internet Explorer, provided by Department of Accounts E|E\E|
Fle Edt Wew Favortes Took  Help Links ** 1','
DepartmentafAccounts
Training Pragrams
Forgot ID/Password

Email Student ID/Passwond ?
Ilatch the ermail address entered in wour secwity record and have your Stodent 1D and Password sent to that address

Enter Email Address:
@ Error on page, é ‘j Local intranet

Office of the Comptroller 8
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Forgot ID/Password, Continued

Forgot If the emailed entered does not match the previously stored email address, the
ID/Password  message "Email Address didn’t match. Please try again." is displayed.
(continued)

2} Department of Accounts Training Programs - Forgot ID/Password - Microsoft Internet Explorer provided by Department of Accounts

Ble Edit wiew Favorites  Tools Help Links w
Department of Accounts
Training Programs
Forgot ID/Password
Email Address didn't maick. Please try again.

O [

Ivlatch the email address entered in your security record and hase your Student ID and Password sent to that address

Enter Email Address:
4] Error on page. = SJ Local intranet

If a matching email address is entered, Accounts Receivable provides a
confirmation message.

Links ™

2 Department of Accounts Training Programs - Forgot ID/Password - Microsoft Internet Explorer provided by Department of Accounts <]
'0"

File Edit Wiew Favorites Tools Help

Department of Accounts
Training Programs

Forgot ID/Password

Tharnk You!! Your password has been sent to verna lefi@doa.virginia.gov.

&l core 5] N3 Local ntranet

Continued on next page

Office of the Comptroller 9 Commonwealth of Virginia



Departmentef Accounts
Training Programs

Contact Us

Contact Us Selecting the Contact Us link will present the opportunity for a student to
communicate with DOA. Use this link to ask questions or submit comments
about the Training Programs application. A DOA employee will respond to
your email.

A Department of Accounts Training Programs - Contact Us - Microsoft Internet Explorer provided by Department of Accounts

File Edit Miew Favorites Tools  Help Links ."'l

Departmentof Accounts
Training Programs

Contact Us

If vou have questions regarding the accuracy of the data
or general navigation of this site, please submit this e-mail
or contact the Human Resowces Tramimg Office at 804-225-3181.

Category: O Technical Difficulty
Log Off O Enhancements/Suggestions
O Other
Comnents:
{Up to 500
characters)

E-Mail Addvess: |

Flaass verify your B-Mail Address! We will not be able io contact you without a valid address.

@_1 Dane =] \ﬁ Local intranet
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Broadcast Messages

Broadcast and A successful Login brings the student to the Broadcast Messages page. This

Special page is used to communicate to the users information from DOA pertaining to

Messages the Training Programs application. Periodically, a Special Message may be
broadcasted to students. When a Special Message occurs, users should click
on the Special Message option from the left menu. Users will have the option
to save or delete the Special Message.

From Broadcast Messages you have the option to choose Main Menu.
Clicking on this button will take to the main menu of the application.

a Department of Accounts Training Programs - Broadcast Messages - Microsoft Internet Explorer, provided by Department of Accounts

File Edt \iew Favorites Tools Help Links ** ;,'
DepartmentafAccounts
Training Programs
Broadcast Messages
Welcome to the Department of Accounts’
e
@ Dane =) & Lacal intranet
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Main Menu
Main Menu From the Main Menu page, select one of the options from the left-hand
Options menu. Each option is described in the following topics individually.

@ Department of Accounts Training Programs - Main Menu - Microsoft Internet Explorer provided by Department of Accounts

File Edit Wiew Favorites Tools Help Links w

DepartmentefAccounts
Training Programs

Main Menu
My Courses
Training Schedule
Personal Options Welcome to Department of Accounts Trammg Programs!

Broadcast Messages

Select one of the options on the left menu to navigate this site.

DOA Utilities
Contact Us

Log Off

)

5 ‘;j Local intranet
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Main Menu — Selecting My Courses Option

Student
Training
Schedule

By selecting the My Courses option from the Main Menu, the user will be
linked to the Student Training Schedule. This page will display the Training
Courses that you are either registered for, have cancelled or completed. If
you need to withdraw from a class, click on the Withdraw link and you will
have the option to withdraw from the class.

@ Department of Accounts Training Programs - Training Schedule - Microsoft Internet Explorer provided by Department of Accounts

Flle Edt YWiew Favorites Tooks Help

DepartmenteafAccounts
Training Programs

[Withraw]

DOA Utilities

Contact Us

Help
Leg Off

Caneelled by
Student
om 0412162003

Canrelled by
Student
on (42602005

Student Training Schedule
Wednesday, April 27, 2005

Proprietary Fund Agencies-Dir 205, Financial Statement Prep. for State Agencies

Instructon(s): Jares (Tarde) G Iotley (Department of Accounts) AND Sharan H Lawrence (Departrrent of
Leeounds)
Drates: 0151 7/2003 - 05/17/2005

Tire: 200 AN to 2:00 PM
Laocation: Wonros Bulding, First Floor, Conference Rooms DEE
Cost: $0.00

Waiting Test

Instructon(s): Vema Left (Departrent of Accounts
Diates: (372212005 - 0372372003

Time: &00- 500

Location: DO&

Cost: $ 100,00

Iloe Indommation: vema Jeftifdos virginia gov

Test Course

Instructon(s): Verma Left (Department of Accoumts
Drates: 0472612003 - 04/30/2005

Tire: 10:30 - 1130
Loeation: DOA Training Room
Cost:§ 5000

Tl ivrie Trfrtiatinn vera Teftima vivmnia o

Cren

Full

Cren

@j https: int-cf cfdesvarnafhrtrainingfverna. left@doa. virginia gov

3 W Localinranet

Office of the Comptroller
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Main Menu — Selecting Training Schedule Option

Training By selecting the Training Schedule option from the Main Menu, the user will

Schedule be linked to DOA’s Training Schedule. This page will display the Training
Courses that you are available for a student to register for an upcoming class.
Click on the Register button next to the course you want to attend and the
Registration Form will be displayed.

A Department of Accounts Training Programs - Schedule - Microsoft Internet Explorer, provided by Department of Accounts EHE”S__Q
File Edit Wiew Favorites Tools  Help Links > ",'
Iy

Departmentef Accounts
Training Programs

Training Schedule
Wednesday, April 27, 2005

Instructor(s): James (Tawie) G Motley (Department of Sceounts) AND Sharon H Lawrence (Departiment of
Contact Us Liccomnnts

_ Dates: 0511772005 - 0301772005

Location: Moneoe Building, First Floor, Conference Rooms DEE
Cost: §0.00

m Pegister] rietary Fund Agencies-Dir 205, Financial Statement Prep. for State Agencies Open

iste1] Wireless Security Open
[nstroctor(s): Greg Kent (Seeurel Th
Diateg: 0501852003 - 0571872005

Time: &:15 - .00
Location: Jaroes Wonroe Butldmg - PLS Room #4
Cost: $13500

Tiloe Informmation: s securel T com

aiting List] Fiscal Officer Training, Session 2, May 25-26, 2005 - 8:30-5:00 Full
[nstruoctor(s): DO Staff Ierdbers (Department of Aceounts
Diates: 0502502005 - 05262005

Tirne: 830 A1 - 5:00 FM
Location: Monros Bldg, Mezzarine, DHRIM Trammg Ctr #2 (PDS)

Cost: §0.00
iste1] rietary Fund Agencies, Dir, 2-05, Financial Statement Prep. for State Agencies Open
Instructor(s): James (Jamie) O Motley (Department of dceounts) AND Sharon H Lawrence {(Departrent of
Licounts
Dates: 033102005 - 05/31/2005 v
@_1 =] & Local intranet
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Main Menu — Selecting Training Schedule Option, Continued

Registration If you clicked on the Register link, the Registration Form will be displayed

Form with your personal data filled in for you. Scroll through the Registration
Form filling in any requested information and then click on the Submit button
on the left-hand menu. Clicking on the Cancel button will void the process
and you will not be registered in the class.

A Department of Accounts Training Programs - Registration - Microsoft Internet Explorer provided by Department of. Accounts

File  Edit Wwiew Favorites Tools  Help Links > | Al

~
Departmentoef-Accounts
Training Programs
Registration Form
Elighlighted fields are required
Course Wireless Security Course date: 0S/82005 - 051 2/2005
Instructor Mame(s) Gireg Kent (SecurelT)
First Name Wema 7 Middle Name [
Last Name [ee Suffix [
Title
Aagency | Depatment of Accounts (151] ~
Unit DTS
Address
Street 1 [101 North 14th Street -
Street 2| Secand Floor
ity [Richmond State A 3
Zip [23219
Phone Number [e0a225:3088 Fax Number
E-mail Address vemaleft@doa, virginia.gev |
Level of experience in subject matter
Years of Expericnce
What do you expect to get out of this class? (150 Characters) E7TY
How does this program relate fo your job duties? (150 Characiers) 77N
Reason/Objectives for taking this class? (150 Characters) BTN
™
2] Done 2y 2 Local intranet

If you clicked on the Submit button, the following message will be displayed.

i Department of Accounts Training Programs - Registration - Microsoft Internet Explorer provided by Department of Accounts [(MEET]
File  Edit  View Favorites Tools  Help Links > i
Department ef Accounts
Training Programs
Registration Form

[ waim wrena ] T
i
| You have been successfully registered fox
[T Wireless Securiey
&1 B S Local intranet

Continued on next page
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Main Menu — Selecting Personal Options

Personal
Options

By selecting the Personal Options link from the Main Menu, students will be
linked to a page that displays their personal data such as name, company
address, telephone number, email address, etc. The student can also change
their password by using this option. Click on the Edit button to make
changes. After you have made changes, click on the Accept button to process
the change. Clicking on the Cancel button will void the process and no
changes will be made to your personal data.

@ Department of Accounts Training Programs - Personal Options - Microsoft Internet Explorer provided by Department of Accounts

file Edt Wiew Favortes  Tools

Help

EEX

Links ;,'

DepartmentofAccounts
TrainingPragrams

View Personal Options

e J—" A
Last Name Left
Middle Initial
Suffix
CET - At Prgenes
om0
Unit His
_ Address 1 101 Morth 14th Street - T
Address 2 Second Floor
City Richenond
State A
Zip Code 23219
Phone Number 804-225-3069
Fax Number 04-736-2005
Email Address werna lefifidoa virgma gov
Email Address 2
Supervisor Email Address dealkeldda state va us
Supervisor Title Ilanager
Passwond *
Hint arldress name
Date Password Changed 01122004
@I Done g &) Lacal intranet
16
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